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This module contains tw@ seqdential learning activities and a final check-out activity. 


. oe 


A brief overview precedes each learning activity ahd the final check-out activity. Each 


2 Oo 


+ learning activity and the final check-out activity provide learning experiences to help you | 
accomplish the othectives, Feedback, devices (learner self-test, worksheet, and performance - 


checklist) are provided to felp you determine when each objective has been accomplished. 


. Case study information is provided to assist you inf performing the learning activities. y 


‘ 


The first learning activity is designed to provide you with the needed background 


information. The second learning activity is designed to give you an opportunity to apply : 
w . | dl 
© -% that information i ‘ina practice. situation. The Check-Out Activity is the final learning activity. ” & 


x 
- 


It is designed to, allow: you to develop a pr edure for keeping participating agencies informed 


about training prograth activities in a real work situation, such as when you are employed or 


s , 


2 when you are serving as an intern learner. The Performance Checklist (Appendix A) is used 


by the learner and’ the Jinstructor/ supervjsor to assess progress. The checklist i isapplicable —. , 


% « 
for both practice performance and pétformunce if the Feal work situation.” ~ 7 


: ~ After reading the Objectives and the leintinctinalen pages 2 and 3 . yau should be 


. 


LS able to determine how much of this we you will need to complete before the Check- 


ut Activity, © ce : 
. ro Se 


* Ifyou already have the necéssary background information required for developing 
" ¢ - . e 

er a procedure for keeping participating agencies informed abuut training program 
. activities, you may not need ey Learning Activity I, p. 3. 


Yr 7 GY. * If you already have had practicé in developjng a procedure for keeping participating: 


‘ . : . 
. agencies informed about training program Gctivnies, you may not need to complete 


; 4 ; ) ’ 
e . _ Learning Activity I, p. 13. 2 z ; --- 


be . 


. Instead, with the approyal of your instructor or superviso#, you may choose to proceed 


“M 
directly’to the Check-Out Actw#ity, p. 14. and develop a procedure for keaping | 
eae _Participating agencie$ informed about training-program activities when you have a, 


+ ¢ +H $ . , . . 
access to a real work situation. » ¢ sie : ; 


* 
2 ' } Your instructor or supervisor may be contacted if you have any difficulty with directions. or 


iN assessing YOU progress at any time ss * ° , © 


| ‘ey 2 © ae : Ss 864 
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“used in conjunction with module nimber HI-A, Developing Training Agreements. 


. . ‘ . + 


SUPPLEMENTARY TEACHING/LEARNING ALDS 


. » 4 


‘ 
. \ 


An effort-has been made to make this module as self-contained as possible: The infor- 
mation contained in the Module should be sufficient to develop “entry-level” Knowledge 


and skills. However, additional information on the topic is avayable: The advanced learner 


may wish to attain higher levels of Knowledge and skills . : ¥ 
‘ ‘ : ¥ 


A list of resources which supplement those contained within the module follows, Check 


, 


with your instructor or supervisor (1) to determine the availability and the locaton of these 
resources, and (2) to get assistance in setting up additional learning activities “pone 


‘ 


There are no prerequisites for completing this module’ However, the module miy be 


e 
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Learning Activity I : ] 
\is of a Pre-employment Training 


* Herring, William Keithley Description pnd Ana 
Project for the Initial Start-up of a Lithographic Printing Industry in Mississippi. 
um Unit. Drawer DX,. 


Mississippi State, Mississippi 39762 Researgh and Curricul 
¥ 


1974, pp. 80-93 a is . 8 Ps 
Leagning Activity II P . ° — 
ping Activil) bn _ 
* (Same reference cited in Learning Activity 1) a ae NS 


Check-Out Activity 
* State coordinator of industry services 
* Representative of chient company 


Administrator ef local vocational-techntcal education’ programs 


* 


* Representative of state employment service 


. OBJECTIVES 


~~ 


' ¢ 


I After completing the required reading. take the learner self-test to démGnstrate you have 
attained’the knowledge of developing a provedure for keeping participating agencies 
. oe ‘." 


7 
informed about training program activities. You should complete all itéms correctly. 
‘ te ~ . 


(Learning Activity 1) 
. e ~w' / fa 


Il. After analyzing the performaice instructions, complete all the designated experiences *, 
in developing a procedure for keeping participating agencies informed about training 

‘ programa activities ina pramice, situation. You workemust a Vai tothe worksheet 

per checklist provided. (Learning Activity II) 

* UL. 4n,an actual work situation, develop a proceduye for keeping participating agencies in- 

formed about training program activities. Satisfactory performance will be realized when 

all items on the performance checklist (Appendix A) are rated “yes.” (Check-Out 

Activity) 


DEVELOPING A PROCEDURE FOR KEEPING PARTICIPATING 
fs - AGENCIES INFORMED ABOUT TRAINING PROGRAM 
; ACTIVITIES 


rk INTRODUCTION ' 


4 ¢ a 
Several agencies may be involved in ‘industry services programs with specific tasks 


assigned té individudls within these SeeneeaeThees must be an orderly flow of information ¢ 
fram One agency toangther, if the assigned tasks are to be achieved. 
s 
A procedure should be developed to keep individuals ihformed of progress and: problems. 
The procedure should allow for communication between the industry services leader and the 
program assistants. This unit is desigited to assist the industry services leader in developing a 


prpcedure for establishing and maintaining effective communications between all parties 


concerned, 


Youshould study the information presented on the following pages. You may wish to 
read supplementary eee a referred to in the section on Supplementary Teaching/Learning 


Aids. After eadlitgs these materials, you will demonstrate knowledge of developing a al 


i ae on a 


for keeping participating agencies informed about training-program activities by completing 
the Learner Self- Test, pe 9. You will be evaluating your knowledge oy il your 4 f 


éself-test answers with the Answers to Self-Test, pf: 


I. TERMS UNIQUE TO MODULE. ' a, _ 
A. Duty. One of the distinct major activities involved in work performed, comprised 
of related tasks. ‘ ~ we 
~  B. Procedure. A course of action. 
Status Chart. A form for recording the tasks to be pertormed by participating 
agencies. Usually includes fhe names of the persons responsible for the tasks and. 


the expected “confpletion dates. Also called a lead-time schedule, 


. 
. 


It AGENCIES WHICH MAY BE INVOLVED, IN THE ACCOMPLISHMENT OF-A 
. ig » 
TRAINING PROGRAM : 
A. An advisory committet (ADV. COMM.) composed of: 


1: Representativaof the client company 
ep w I 


_. 2. Chamber of commetce F & 
~ 3. Public vocational training institution 3 ete ee 
’ ry a ‘ " . 
4. Local community leadership ’ af . 


‘ 4 
5. Other agencies in the district which promote indbstrO taining 


‘B. The state division of vocational-technical education (SDVTE) J 
C. The public vocational training institution (PVTI) iy fF 
D. -The élient company (CC) so ‘ rf ° ‘ ole 
E. The Fesearch and curriculum:unit for vocational- decluialeslucation (R/CU) ~ ~ 
F. - The.state employment service (SES) - ie : \ 
el ° ' 


' ‘ : ; 
Ill. | FUNCTIONS OF AGENCIES IN THE INDUSTRY SERVICES PROGRAM , 
vy 
A. The advisory committee serves only in in advisory capacity. 
B. The’state division of vocational-technical education serves in an oVerall supervisory 


\ ‘eee : . 
and a capacity. ‘ ; P 


= “4. 8 * 


x 
ES 

5 
IV. IN 


The public vocational fvatning & institution is responsible for perce the actual 
training. : 

The étient company provides information about training requirements. _ 
The résearch and curriculum unit for vocational-technical education i is responsible 
for developing curriculum materials for the training program, ae ‘provides assistance 


.% 


in evaluating the results of the training program. - “ ‘ 


The state employment service recruits, tests, counsels, refote, and places personnel 


‘ 


DUSTRY SERVICES DUTIES AND TASKS, AND RESPONSIBLE AGENCIES 


The outline below designates the agencies most likely responsible for various industry’ 


services tasks. Every effort must be made to\communicate these responsibilities to 


appropriate individuals within these agencies. 


DUTIES : ; : _ RESPONSIBLE AGENCIES 


.A. Establishing Contacts and Relationships 


Setting Policies and Obtaining Agreements 


—~—_——— 


Speaking to industrial or community, 
groups ; Ly 


ADV. COMM., SDVTE, AND 
PVTI 


Writing news articles SDVTE AND PVTI 


Identifying functions aiid policies ADV. COMM. 
of agencies iwalred in industry 


services 


. 


SDVTE, PVTI, AND R/CU 
- A. 


¢ 


a 

Developing brochures on industry 

services 

Developing. procedure tor keeping, 
"staff members informed 


as 


Developing training agreements SDVTE. PVTL. R/CU, SES. 


,and CC 
Redesigning oF terminating programs ADV. COMM., SDVTE, PVTI., 
as a result.of economic lags, taining costs, and CC o- 


or staff problems 
- 


é 


. 


ae &. ", Identifying Training Needs 


' “DUTIES 
8. Interpreting federal and state 
_, legislation relating to industry 

a! services a 
4. Develgping lead-time schedules 


1... Determining manpower requirements 


te 


. o : . hoe 
Collecting framework production 


a and training information 


DU VETOPINE TOS Ueseriptions ~ 


‘ 
3. Conducting task analyses 


‘ : J ‘ 
4. Determining type training. 
|, programs needed, P 


5. ~ Preparing a budget for a project 


6. Determining instructional 
* methods and media required 


D., Acquiring Resources 
.!. Scheduling staff and other 
resources . Be 
for instruct9grs 
3. Selecting instructors 
4. Securing training sites 
5. Securing equipment , 
E. Training Staff _ 
q ‘ : ; J 
1. Training instructors 


_2. Training other groups 


RESPONSIBLE AGENCIES 
\ . ee * ? 
ADV. COMM., SDVTE, and 
VTL , 


PVTI, R/CU, SES, and €C 
‘ me 


ARV. COMM., PVTI, SES, 

and CC ’ 
SDVTE, PVTI, R/CU, SES, 
and CC 


PVTI,.R/CU, SES, and CC 


ADV. COMM., SDVTE, PVTI, 
R/CU, and CC. 


SDVTE and PVTI 
PVTI, R/CU, and CC 


ADV. COMM., SDVTE, PVTI, 
R/CU, SES, and CC 


PVTI and CC 


a ih 
ADV. COMM., SDVTE, PVTI, 
and CC 
ADV. COMM., SDVTE, PVTI,” 
and CG ** 


ADV-COMM., PVTI, SDVTE, 
CC ; 


PVTI and aa : 


had . RESPONSIBLE AGENCIES 
2 | oe : : 
Preparing Training Site 


‘ 


|. Adaptjng training gite to needs ~*  PVTLand’SDVTE 


of industry 


4 + . . 


PVTI and CC 


tw 


Installing equipment 
| 


PVTI, R/CU, and CC 
Z 


3. Setting up learning centers 


Preparing Training) Materials 4 


« 


1. Writing performance objectives PVTI, R/CU, and CC 


2. | ¢Preparing training manuals PVTI, R/CU, and CC’ ‘ 


—®  PVTI,R/CU, and CC 


3. .| Preparing videotapes 


> 


4. Illustrating training manuals PVTI, R/CU, and CC ; 
Selecting Candidates ° 
. PVTI, SES, and CC 


1. Announcing openings 


PVTI and SES | 


2." Testing'and counseling applicants 


3: Referring applicants SES . 
Monitoring Training Programs 
1: ‘Collecting information and ; PVTI 


” modifying training methods : 


2. Conducting graduations and, ADV. COMM., SDVTE, PVTI, 


closing out training programs - i R/CU, SES, ‘and CC 
‘ S 6 ° 
. . ' % 
Evaluating Training Programs 
1. Developing procedures for ’ PVTI, R/CU, and CC 
evaluating programs 
? ‘ « Pec 
“2. Developing tests PVTI, R/CU, and CC’ 
PVTI *! ae 


‘3. Implementing test results 


1 


' LY. ASSIGNING TASK RESPONSIBILITIES , : i = 


e ok, ‘ : 3 igisl ae 
Once authorifies have determined boundaries for agency activities, individuals can be 


assigned to industry services tasks. Ste module ee III-A, Developing Training AB CRIEAT, 
\ for additional information on task assignments. ; ’ 
. ss . 
vi. MAINTAINING RECORDS OF TASK ASSIGNMENTS 7 
Task assignments are seldom forgotten by sodividisals:, Howewr. many factors may 
' 
hinder individuals from completing tasks on schedule. The industry services leadet must ° 
persist in efforts to keep industry services tasks as a top priority. Ammons other things, this 
will require that a status chart or some other device be develaned tor maintaining records 
of task performance. The chart shown in Appendix D will enable the industry services leader 
to maintain a record of task assignments, and when these assignments are to be completed. 


“a VIL DEVELOPING A PROCEDURE FOR KEEPING STAFF MEMBERS INFORMED 

A Defining a procedure. A procedure for keeping staff members informed includes : 
a written analysis of the steps to be taken by each member on the industry serviees 

_, team to keep all members informed on project activities. 4 

B. Developing the procedure. A meeting should ‘be called by the. industry services ' 

yw Jeader to aiulyet the steps to be followed by fhe staff 
. C. Using the procedure. The industry services leader must use the procedure for 

transmitting information? ; j 


ts s 


co D. Reviews and reports, Meetings m may be called when needed to review completed 


. 


tusks, to discuss tasks to be’ completed, and to identify resources needed to ‘Complete 
n the tasks. It.is always a ‘good practice to follow a meeting with a written summary 
2 8 Lf e +, of the items discussed. Problem areas discussed in the review meeting should be 
; emphasized in the summary. ~~ 
* The industry services leader may examine telbdes which have been completed, 


R ee = oN 
and psepare written reports and recommendations. The industry’ services leader 
Nree - 7 
may also report dafly to the staff, using brief informal memorandums, personal visits, 
' se be : . . ° 
5 : or telephone calls. . : : - 


‘ . a 
*Continue this learning activity by completing the self-test which follows. 
/ 
8 


re, | 12. c 


LEARNER SELF-TEST 


‘ : / 


This i is'a checkpoint Ree test ‘needed before you oeaatict developing Ss pronelire aad 
for keeping participating agencies informed about training program activities. Follow the 
” instructions growided with each item. Check your answers with the Answers to Self-Test 
which follow, If you fail to complete all items correctly, you may, want to refer back to . 
parts of the module information. , ‘ 
. , é 
. : ¢ : ‘ 
1. List the agencies which may be involved in accomplishing training program activities. 
a, 
b. a . 
 e ? ‘ 
du. : ea 3 ¥ 
e. : . . : : e 
& + ; | 
2. Which of the following is.not an industry services duty? ' 
a. Establishing contacts and relationships 
b. Acquiring resources —. 4 
¢. Selling industry stocks * : 
d. Preparing training materials ; 7 
A chart can be used to maintain a record of task assignments. . 
4. Which one of the following is not an activity in keeping staff ations informed? 
a. Conducting staff meetings : ; , 
b. Identifying resources rieeiiect to complete tasks ° F ; acs : 


c. Preparing memorandums 


d. Videotaping task procedures © 


. 


ANSWERS TO SELF-TEST. | ; . 
fos > aes , . - 

a “Advisory committee . 

b. State division of yociunisesutial education 

c. Vocational trainjrig institution ~ | . OMe id . 

d. Client company ap . rs 

+ e@. Research and curriculum unit 

f. State employment service. : ‘ 
: ‘ . : , 

Cc. . : ° : . 
3s Status ‘ ) 7 
4 a : 

d. . 

ey : ‘ . . * . 


rt 


*Proceed to the next learning activity for practice in developing a procedure for keeping Aw 


participating agencies informed about training program activities, i ae 
. . rN 
® Ld . 
. F e ¢ 7 
\ i os 


- s ° ' 
e . 
° « ©, - | 
ws * ‘ 
_- ° ror 
a ° 
. 
» 
s s 
. - ° 
2 = ‘ 
. é « z 
, 
” . 
. 
° . 
Fa 
° - ‘ ‘ 
Fs * : . 
_ * & d : 
. 14 
: ony : 
‘ ° 
. ~ e - * 
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LEARNING ACTIVITY Il: PRACTICE PERFORMANCE 


You will be required to practice developing’a procedure for keeping participating agencies 
informed about training program activities. Several subactivities must bé completed uy the 
e . 
process of developing theprocedure. The Case Study Information shown in Appendix B 
must be used as a basis for completing the practice exercises. You must complete the 


Procedure Planning Worksheet shown im Appendix C. You will be evaluating your performance Pht 


in cgmpleting the practice activities using the Pérformance Checklist, Appendix A. . 


I Read the Case Study Information presented in Appendix B. Visualize yourself as having 
been Charged ssi the responsibility of developing a procedure for keeping participating ( 


ABER informed about training program activities You are contacting each of the 


agengies involved to confirm their soles and functions. { 
ae Il. “Using the Case Study Information as a guide, answer the questions the Procedure 


Planning Worksheet presented in Appendix C. 

7 
IlI., Use the Performance Checklist from Appendix A to check your competency in completing 
the practice exercises. For satisfactory pSitornanea. all items on the checklist must "\ . 


td 


. rated “yes.” ; é «| 


. e - - 
*Completion of the previous learning experience should have prepared you for developing a 
procedure for keeping participating agencies informed about valuing program activities ina 


real work situation. Proceed to the Check-Out “Activity, 


- ¢ 
« 
. d 
aad . 
= 
- aS v 
» - P a ‘ 
: es eh 
; 13 , : 
| 15 
¢ . 
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maperuiaans ACTIVITY: ‘PERFORMANCE IN REAL WORK 


The activity which follows 1s intended tobe conducted in an actual work situation it 
<7 may be completed, without completing the two leurning activities, if you think you already 
have the’ knowledge and skills to do so: : 

In an actual work situation, y ou will be seyuired to develop a oe for keeping 
participating agencies informed about training program activities. In ofder fo complete the 
‘aSignment, you must perform the following tasks: identify the agencies and contact persons —. 


“mvolved in the training program: determine the activities which must be completed; record ’ 


*, 


task agsignm€nts and completion dates; set priorities on tasks to be completed: determine the 

methods whtch will be used to keep everyone informed: determine times and places for . 
* debriefings, and determine who will be coordinating all information activities. Your 

performance. will be judged by your instructor Or supervisor using a checklist. All items on 


the Performande Checklist (Appendix AY must be rated “yes.” 


*After completing the Check-Out Activity, you may select another moduk¢ for study. Your 


instructor or supervisor may be contacted if you have any difficulty in selecting a module. 


¢ 


INSTRUCTIONS: 


qu 


‘Developing @ pro bedure for keeping porctnipatiing agencies informed about 


‘ ’ 
e & .. APPENDIX A 


\ 


7 PERFORMANCE CHECKLIST 


training program attivities. 


, 


, Did the procedure a answer the following questions? 


hy 


> 


What were the tasks to be performed by the various agencies? 
Who would be responsiblké#os performing the tasks identified? 


+ 


What priorities would be established in terms of task performance? 


a 


* 


*Who would be responsible for following up and coordinating various — 


tasks to be completed? 


What methods would be used to keep all persons informed? 


What dates and times Would be established to review progress? _ 


oOMogonaoog 


If the performance is nitiahcien: write YES in the space provided. 
df the performance is unsatisfactery, write NO in the space. Each 
item must be rated “yes” ‘for satisfactory task performance. 


+> 


- # | am APPYADIX B eye P : 


Fs ae “ 
4 » ‘ $ ; d ay 
ve ‘ CASE STUDY INFORMATION ‘ 
. We ’ sae ‘ 


\ , . ‘ . , ’ 
¢ 


An intstey services program has been in progress in your community for several weeks. 
The program was designed to train manpower for a metal-casting manufacturfhg company. 
The plant for which the manpower is being trained is expected to eventually employ > 


etrokinately 150 persons. Trainee’ will be provided two types of training: (1) orientation 
sand basic principles of metal casting; and (2) specialized training. .- , 

The orientation and basic principles of the metal casting phase, of the Shona served “ 
to accomplish the following objectives: dd) to minimize misunderstandings about the metal- ¢ - ; 
casting indystry; 2) to generate enthusiasm for the training program; (3) to help the individual , 
develop a positive attitude toward his/her job; and (4) to help the individual understand 


the importance of each worker doing his/ heMshare of the work. to insure a quality PraRUCL, 


The specialized training inyolves instruction in the areas of melting, molding, cocenialdig, ., a 


@e 
. Cleaning, and finishing. Instructiondn each area is being conducted by specialists provided 


by the client company. — : 
4 


Most of the specialized training is being conducted in your local vocational-technical . 
te . . e * , * 
education facilities. However, some specialized training is being conducted in the client 
7 company plant on production equipment. Some of the equipment needed for training in 


Le the yacational complex was borrowed fom the Client company, All ‘aapplies and materials Z r 


¢ 


ry 
{2 were furnistied, y the client company with the : exception of té tbooks, ani are provided, 
Le, 


“by the state. 4. yo 33 , - 


. . wi! . a ° ‘ 

All classes tre held on Monday and Wednesday evenings from 6:00 p.m. to 9:00 p.m. , 
A group of 40 persons will begin the, training program Octobet 4 and are scheduled to ° “ 
, ‘continue until November 17. The total qmiount of training time for both the orientation or 


specialized training will be seven weeks. At the end of the seven-week period, the company 


ae 


. will select 35 of the trainees as employees of the new plant. A second group of 40 trainees 


will ‘begin baining November 22. This group will also receive seven weeks of training, which ~ 

= * will terminate Fania 5. Thirty-five trainees selected from the second group will bring the ~ 3 “” 
. - 
company *s work force to 70 in additiorto those already employed by the company. %, : 
: a : ; < 
18 , : 
eo ; 
, rs f ee t ea a ° 


> . eo 


Due to the limited time involved in the training program; the rahi ar not expecfed 


— " : . 
to attain craftsman statys during the training period. However, the training program should . * 
S enable plant personnel to select individuals who can easily learn to perform the operations , 
" , 4 ’ 
involved, _* r i ar ok . 5 
: ie ig ‘ i oy 
' \ The following agencies are basically résponsible for the yomplete operation of the, 
2 J 
training program: « ‘ sgh / 
‘ : « : 
i; t.’ The state employment service wi! be responsible fot: (1) taking applications, + 
» ’ . ea ' 
(2) interviewing and screening applicants: (3) testing and referring applicants to 
* : @ - 
® * the trainidg program. > . ; 
; eae. The state division of vocational-technical education will be responsible for the 
‘overall coordination of the training program. - ‘ : 
q s ‘ 
: ° S 
r 3. The state research andturriculum unit will assist in the selection of materials to be “4, 
’ used in the metal-casting' trdining program. 7 
4. , The local vocational-technical education comple x}will providg the facilities and the 
> ; necessary assistange for carrying out the thaining gvithin these facilities. 
of S$: The client company will assist in the overall planning and execution of the training e 
je: ? program. Some of the client company’s specific responsibilities are: (1) selecting 
bas . : 
. 4 instructors; (2) providing eqtiipment: (3) Providing materials; and (4) selecting. 
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v= trainees for employment. - . 
i ) , 4 » 
» . ry 
on re ; - ’ 
5 
id ‘ 
a 
e fe, 
» a . 
« o ' 
a * = - 
& * . 
~ 
. * 7 °° 
» . ‘ - © . ® . 
a e i ; ° 
~ . . - 19 . ‘ - Y 7 
2 " . ‘ 
- ee ~~ . i 9 ’ 
¥. “ 


APPENDIX C 


Z ‘PROCEDURE PLANNING WORKSHEET 


v 


} DIRECTIONS: . Incompleting the procedure worksheet, study the questions below : ‘ 
: carefully. Using the caSe study information as‘a basis, write detailed . 
va ; ~ answers to each of the questions. Thorough and correct answers to the 
; ri questions provide evidence of competency in developing a procedure 
. P ‘in a practicé situation. The Performance Checklist from Appendix A 
will be used to detefmine if your work is satisfactory. 


i 9 
: v 7 , e 
1. What are the tasks to be performed by the various agencies in providing induftry services? . = 
; “e,. \ 
2 Whe. a > 
R . . . Ws 
2. Who will be responsible for performing the tasks identified? (You may use module 7 
number III-A, Developing Training Agreements, to complete this step.) Record task 
ee : assignments and completion dates. (See Appendix.D for sample status chart.) 
2 a 
~ ‘ / , 
" fy \" / 
3.. What priorities will be established in terms of task performance? 
‘ » a . 
tt he @ ; zs 
»*  _ 54. Who will be responsible for following up and coordinating the various tasks to be completed? 


. un 
a) 7 f 
‘ ° 
<2 3 | 
a . . 


5. What methods will be used to keep all persons informed? 


. a z aa 7 
6. What dates and times wil be established to review progress? : 
4 a, } 
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~ PROJECT STATUS CHART 
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LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES 


‘ 
4 


Orientation to Industry Services 


A. fntroduction to Industry Services 
B. Industry Services Leadership Development Program 
Guide for Using the Selt-Paved Instructional Modules 


Establishing Contacts and Relationships’ 


A. Speaking to Industrial and Community Groups 

B. Writing Articles for News Media ’ 

C. Identilying Functions of Agenotes Involved in 
Industry Serviees 

D. Developing a Brochure for Industry Services 


Obtaining Agreements 


A. DeVeloping Training Agreements . mee <f 
B.- Developing a Lead-time Schedule 
C. Interpreting Legislation Related to bidustry Services 


identifying Training Needsf 


A. Collecting Framework Production and Teme: Pe 
Information 3 

B. Selecting Types of Training Programs 

€: Preparitig a Budget for an Industry Services Project 


Acquiting Resources 
A. Selecting ‘Instructors for Industry Services 


B. Securing a Tramming Site 
C. Securing Training Equipment, Tools. and Supplies 


Training Instructors for Industry Services 
. Training Instructors for Industry Services 
- Preparing for Training 
. 


A. Adapting the Training Site to Training Needs’ 
B. Evaluating-Safety Condjtions at Training Sites 
C. Announcing the Opening of a Training Program 


Preparing Training Materials 


. 


Conducting a Tusk Analysis 

Developing Performance Objectives 

Determining Types of Instructional Methods and Media 
Developing Performance Tests 

Developing Training Manuals 

Preparing Videotapes tor an Industry Seryces Program 
Setting Up Learning Centers for Industry Services Programs 


Selecting Candidates 
Developing a Plan for Testing and Counseling Applicants for a Training Program 


Monitoring Training Programs 


A. Assisting in Providing Pre-Employmént and Jn-Plant Training ~ 

B. Developing a Procedure for Keeping Participating Agencies Informed 
About Training Program Activities 

C. Monitoring Training Programs for Progress and Expenditures 


Closing Training Programs 
Closing a Training Program 
Placing Program Participants 
Developing a Plan for Placing Graduates of a Pre-Employment Training Program , 
Evaluating Industry Services Programs 


Evaluating Industry Servwes Programs 


. 


. 
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Direct fnquiries To: Research and Curricitiim Unit for Vocational: 
Techmeal Education, College of Education, 
Mississippt State University. Drawer DX. 
Mississipps State, MS 39762 
(601) 325-2510 
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